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Preface

Intended Audience

This user guide has been prepared forWITS Administrative users Topics covered includebilling set up, adding contracts,
creating services, and managing those billing components.

“ Pleaserefer to the following document for Agency, Facility, and Staff Member set up: MS-WITS Admin istrators
User Guide.

System Requirements

WITS is a webbased application accessed through an Internet (web) browser using Internet connection.

Internet Browsers
WITS is compatible with up-to-date versions of most modern Internet browsers such as:
=  Apple® Safari®

= Google ChromekE

= Mozilla® Firefox®

=  Windows Internet Explorer 10 or newer (recommended)

ﬂ Note: Do not allow your Internet browser to save your password, as this information will be routinely updated.

Pop -up Blocker

Certain features in WITS, such as Snapshot and Scheduler, will open in a separate browser window when selected. Make
sure your browser allows pop-ups from WITS.

Customer URL Links

Training Site: https://ms -training.witsweb.org

Production Site: https://ms.witsweb.org

n The Training Site allows staff members to practice using the system before entering actual data in the
Production Site. Do not enter real client information in the training site.
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Part 1. Customer Specific Information

This section is designed to include customer specific information for this particular user guide.
Examples of customer specific information includes:

=  Business rules
= Workflow diagrams and explanation

= Specific terminology

Table 1-1: Abbreviations

A&D Alcohol and Drug

CDR Client Data Repository

CGE Client Group Enrollment

DMH Department of Mental Health (Mississippi)

EHR Electronic Health Record

FFS Fee for Service

HIPAA Health Insurance Portability and Accountability Act
MH Mental Health

MS Mississippi

NOMs National Outcome Measures

RTB Release to Billing

SAMHSA Substance Abuse and Mental Health Services Administration
SuUD Substance Use Disorder

TEDS Treatment Episode Data Set

UCN Unique Client Number

WITS Web Infrastructure for Treatment Services

MS-WITS| FEI Systems Customer URL Linkg 1



Part 2: Billing and Contract Set Up

The first step in setting up contracts is to establish Authorization Periods . Authorization periods usually correspond with
funding periods, such as State Fiscal Years. Think about them as a way to authorize an amount of money, for a period of
time. The Authorization Period will eventually be tied to funding sources and budgets.

Authorization Period

@ Where: Agency> Contract Management> Authorization Period

Follow the steps below to set up an authorization period:
1. Onthe left menu, click Agency, then click Contract Management , and then click Authorization Period

2. Click Add New Period .

Home Page Authorization Period List Add New Period

¥ Agency ions | Period # Effective Date Termination Date

» Agency List
» Health Information Mgmt
» Facility List

Staff Members
» Biling
+ Contract Management

Contract List

Contract Service Rate

Fund Transfer History

Figure 2-1: Authorization Period screen, Add New Period link

3. On the Authorization Period Profile  screen, enter the information shown in the table below.

Table 2-1: Authorization Period Profile fields

Name Type the Authorization Period Name.
Effective Date Enter the start date.
Termination Date Enter the end date.
Home Page Authorization Period Profile
¥ Agency Name Created By
» Agency List Effective Date ) Created Date
» Health Information Mgmt Termination Date [z Updated By
» Facility List Updated Date

Staff Members

» Biling

+ Contract Management

Confract Service Rate

’— Administrative Actions |

Fund Transfer History

Figure 2-2: Authorization Period Profile screen

4. Click Finish.
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Payor Plan Overview (One Time Set Up)

@ Where: System Administration>Code Tables

This one-time Payor Plan and Group setup will serve as the basis for creating contracts with providers going forward. Payor
plans rely on Funding Sources, which can be set up in the Code table editor.

=  Payor Plans designate a Funding Source (example: ATR Grant, Block Grant, Court Funds, Medicaid, State General
Funds, etc.). Payor Plans may also be set up for private insurance and seffay. Each payor plan will only need to
be set up one time.

= Groups designate a population of individuals who will be covered by the Payor Plan (example: pregnant women
and women with children, youth, adult males, etc.).

Prior to setting up your Payor Plan, WITShas automatically setup the Funding Source for you. Once the initial Funding
Sources have been setup, there will be no need to enter in any additional funding sources.

Check Code Tables

1. Onthe left menu, click System Administration , and then click Code Tables.

2. From the drop-down menu, select the Funding Source tabl e by scrolling through the [|ist
source. o

3. ClickGo.

Selecta code table to edit

Home Page
a

» Agency
Funding Source Q
» Group List
Clinical Dashboard Prevention Funding Source Type

Inpatient Unit Dashboard . Community Measure Funding Source

» Inpatient Unit Mgmt

» Client List

+ System Administration

System Accounts

Figure 2-3: Code Tables screen, Funding Source search
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Code Table: Funding Source List

The Funding Source code table will display a list of funding sources already available.Please notethat records starting with
a minus sign (e.g.,-102) cannot be edited or deleted by users.

To view the details of a funding source, point to the pencil icon in the Actions column and click Review. (Optional)

wirs STANDARD WITS | administrative Agency, Administrative Unit # s AS"I‘_GV L -
> 18210 0go
2 SSRS Reporis | . @ Snapshot
Home Page Search Criteria Show Search
» Agency
- Funding Source List ( Export)
» Group List
T — | Actions |ID | Description |SortOrder | EffectiveDate  ExpirationDate | Code  CreatedBy | CreatedDate UpdatedBy  UpdatedDate -~
s -111  Medication Assisted Treatment 6/10/2016 6192016 MAT User, System  6/10/2016 User, System  6/14/2016
" _ &
Inpatient Unit Dashboard
-110 Pregnant and Postpartum Women 6/10/2016 6/9/2016 PPW User, System  6/10/2016 User, System  6M4/2016
» Inpatient Unit Mgmt .
l Review | Delete 71112015 11452015 RW User, System  11/62015 User, System  11/6/2015
» Client List
P 8/5/2014 81412014 SAT-ED 8/512014
~ System Administration
& 107 SBRT 1H52011 11A5201 SBIRT 11152011
System Accounts & 108 Local Funds 311512011 3152011 Local 3M5201
Activity Management & 105 PanieiProbaton 12/11/2009 12/1172009 PP 121172008
Adjudication Rule
& 104 camoiing 1117/2009 1117/2009 G 111712008
Services
Rates & 103 DORA 42412012 412412012 L 472412012
H835 Management & 2 AR 712010 91712010 ATR /772010

H999 Management

Figure 2-4: Funding Source List screen, Action links

4. After checking the funding source, click Finish.

Code Table: Covered Population
5, Stay on the Code Tabl esCoseccedRoputationbdcoedar thbfer the

o

6. ClickGo.

Home Page Select a code table to edit

Covered Population A
» Agency

Cover Q

» Group List

Covered Population

» Client List Recovery Life Domain Type

+ System Administration Care Recovery Activity

IP Whitelist Administration
System Accounts

Activity Management

Figure 2-5: Code Tables screen, Covered Population search
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7.

8.

9.

On the Covered Population List screen, clickNew.

Home Page Search Criteria Show Search

» Agency

> Gap L Covered Population List { Export )

» Client List | Actions |10 Descristion | Sort Order | Effective Date | Expiration Date | Code | UCE Required For Block Grant | Created By | Created Date | Updated By | Updated Date
’ 1 General (ATR3) 11/16/2010 G F MA62010
~ System Administration
j 2 General (ATR4) %30/2014 H F 104372014
IP Whitelist Adminisfration ’ 3 Opioid STR THROT 1 F Canham, Patty 8/16/2017 Canham, Patty 8/16/2017
Sysiem Accounis
Adjudication Rule
Services
Raies 1d
H835 Management Description
H999 Management “
H837 Management Sort Order
HL7Management Effective Dale
SAIS Baich Expiration Date
SAIS Baich Emrors Code

Figure 2-6: Covered Population List code table, New link

Complete the fields as shown in the table below.

Table 2-2: Covered Population Code Table fields
Description Type a description of this Covered Population.
Sort Order (Optional)

Effective Date Enter an effective Date.

Expiration Date (Optional)

Code Type a code for this Covered Population.
UCE Required for Block Grant T y p ® Nate: this field is only required for Salt Lake.

Description

Sort Order

Effective Date =]
Expiration Date =
Code

UCE Required For Block Grant

Created By

Created Dafe

Updated By

Updated Date

3 £

Figure 2-7: Covered Population, New code table value

Click Finish.
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Create a Payor Plan (One Time Set -Up)

@ Where: Agency>Billing >Payor Plan List

Before creating Payor Plans and Groups, rake sure to check the Funding Source List and add a Covered Population code
table value, as covered inthe previous section. Only users with the Agency Billing roles will be able to accessthe Payor Plan
Profile screen. Once this initial setup is done, there is no need to update the plan information.

1. Onthe left menu, click Agency, then click Billing , and then click Payor Plan List.
2. Once on the Payor Plan List screen, notice a list of payor plans (unless no payor plan has been entered yet).

3. Either review an existing payor plan by clicking on the Profile link under the Actions column, or create a new payor
plan by clicking on the Add New Payor Plan link.

Home Page Payor Plan Search

v Agency Plan Mame Payor Company

L4 Age“‘:y List Plan Type : CH Agency | v ‘

GPRA Discharge Due Biling Form i Plan Status | Active |«
GPRA Followup Due

» Facility List

» Staff List

System Usage Payor Plan List Add New Pavor Plan

Client Survey Actions Company Plan Name CH Agency Plan Type HIPAA Payor ID Billing Form

~ Billing ’ AHP ATR3 Government Contract WITS Batch

Claim ltem List
Claim Batch List

ATR4 ‘Government Contract WITS Batch

Encounter List

Figure 2-8: Payor Plan List screen, Actions link

4. To create a new payor plan, clickAdd New Payor Plan .

Home Page Payor Plan Search

-
halsiny Plan Name Payor Company

» Agency List Plan Type v CH Agency [+ |
» Health Information Mgmt Billing Form - Plan Status |Active | v
» Facility List
ar ]
Staff Members

« Biling

Claim ltem List
Claim Baich List

Payor Plan List Add New Pavor Plan

Actions Company CH Agency Plan Type HIPAA Payor ID ing Form
Encounter List

EOB Transaction List

Payment List

Biling Transaction List
Client Balance

Cost Center

Payor Plan Profile

Figure 2-9: Payor Plan List screen, Add New Payor Plan link

6 | Billing and Contract Set Up MS-WITS| FEI Systems



On the Payor Plan Profile screen, enter the following recommended information as shown in the table below.

Table 2-3: Payor Plan Profile fields

Plan Type

Funding Source

Plan Name

Billing Form

Company Name

Agency

Claim Filing Type

Release to Billing Enabled
Contracting Agency

Is Authorization Required?

Effective Date

Expiration Date
Budget Allocation Method

Standard Client Cap

MS-WITS| FEI Systems

Select from the drop-down list; options include: Medicaid, Self-pay, Group
Insurance, Medicare, Other, and Government Contract.

S e | éovernmient Contract6 f r om iddwelisdr op

Select the funding source from the drop -down list; this field is only visible for
Pl an Type 0Government Contractéo.

Note: These values are controlled thro
Type a name for this payor plan.

Select an option from the drop -down list.

S e | &MTS Baicldfrom the drop -down list.

Type the company name.

Leave blank.

(Optional)

Select Yes.

Note : This readonly field is only visible for Plan Typed Gov er n ment
Select Yes.

Enter the plands effective date.

Note : This field defaults to the current date.

Enter the plands expiration date, if

Selecto Aut hor i zat i o nfrom the drop -@lowB listd This wilbcause
the Authorization Period Budget List section to appear on the screen.

Note: This field becomes required when
Aut horization Required?96

Type a dollar amount. This amount will apply to all clients for this payor plan.

Note : Standard Client Caps are recommended as a way to help manage the
total dollar amount of your grant.

Create a Payor Plan (One The Set-Up) | 7



ADMH

Home Page

18.38.0

» State Waitlist
v Agency
» Agency List
» Health Information Mgmt
» Facility List
Staff Members
» Tx Team Groups
* Billing
Claim ltem List
Claim Batch List
Encounter List
EOB Transaction List
» Payment List
Billing Transaction List
Client Balance

Cost Center

« Payor Plan List

Group List
Agency Plan Profile

MS-WITS TRAINING

Training Contractor, Contractor #*

Jones, Ashley v =
Logout

2 SSRS Reports | @ Shapshot

Payor Plan Profile

Plan Type Government Contract

Plan Name EXAMPLE Block Grant

Billing Form |WITS Batch | v ‘

Company Name Department of Mental Health

Agency | |' ‘

Claim Filing Type | [+]

Client Confidential
Release To Billing Enabled

HIPAA EDI Information

Contracting Agency Training Contractor

Funding Source |B\0ck Grant | v |
Is Authorization Required?
Effective Date 7/1/2018 2]
Expiration Date @

Reactivated Date

Budget Allocation Method

Payor Name

Receiver Name
Application Receiver #
HIPAA Processing Set

Segment Delimiter Element Delimiter

Payor ID#
Receiver ETIN

Interchange Receiver #

Composite Delimiter

Actions

|—Auu.i|'

(oo Jsnn ] o

Figure 2-10: Payor Plan Profile screen with recommended information

6. When finished entering the Payor Plan Profile information, click Save and then click the right -arrow to continue, or
on the left menu, click Group List .

Group List

On the Group List screen, note the two selection boxes: Available Groups and Associated Groups . If this is the first time
entering a Group List, there may not be any selectionsavailable, and a new Group will need to be set up. A group is a
subsection of individuals who may be eligible for a specific portion of the overall funding of the plan.

Add Group

1. To create a new Group, clickManage Groups below the Available Groups box.

Group List for EXAMPLE Block Grant

Plan Type Government Contract

Available Groups
Adolescent
Adults

Associated Groups

IManage Groups h

OEZIEIEDO

Figure 2-11: Group List screen Manage Groups link

2. Onthe Group List screen, clickAdd Group .
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Group List for EXAMPLE Block Grant Add Group

Actions Group Name Number Agency
» Adolescent 03
&
» Adults 01
4

3. When the bottom of the screen becomes active, type the following recommended information:

Table 2-4: Group List fields for entering new Group

Group Name Type a name for this Group.
Group # Type a number for this Group.
Plan Type This is a readonly field.
Covered Population Select from the drop-down list.
Age Group Select from the drop-down list.
Gender Specific Select from the drop-down list.
Group List for EXAMPLE Block Grant Add Group
Actions Group Name Number Agency
’ Adolescent 03
s Adults 01
&
Group Name Children Agency
Group # 02 Intervention Type | M |
Plan Type Government Contract Last Updated 9/14/2018 1:41 PM
Covered Population |Chi|dren | v | Last Updated By pawson, Jan
Age Group |< 12 | v |
Gender Specific |Not Specific | v |

Figure 2-12: Group List screen

4. Click Save and then click Finish. This will return to the Group List screen.

5. Select the newly created Group from the Available Groups box, and use the right mover button to move the
selection to the Associated Groups box.

MS-WITS| FEI Systems Create a Payor Plan (One Time Setp) | 9



Group List for EXAMPLE Block Grant

Plan Type Government Contract

Available Groups Associated Groups
- Adolescent -
Adults
Children

a -
© EX1 £3 K21 O

Manage Groups

Figure 2-13: Group Listwith Associated Groups
6. Click Finish.
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Client Specific Cap

@ Where: Agency>Billing >Payor Plan List

1. Onthe Payor Plan List screen, search for a payor plan and click thérofile link under the Actions column.

Home Page Payor Plan Search
~ Agency Plan Name Payor Company
GPRA Discharge Due Silling Form l:m Plan Status |Active | v |

GPRA Follow-up Due - -
Clear Go
» Facility List

Staff Members

» Tx Team Groups

Add New Payor Plan

Client Survey Plan Type Billing Form
« Billing & e ATR3 Government Contract WITS Batch
Claim ltem List

Claim Batch List

Encounter List

’ AHP ATR4 Government Contract WITS Baich

Government Contract WITS Batch

EOB Transaction List

Payment List

Billing Transaction List
Client Balance

Cost Center

Figure 2-14: Payor Plan List, Action links
2. When the Payor Plan Profile screen opens, notice the links in the Administrative Actions  box:
= Client Specific Cap

= Services to Exclude from Cap

Authorization Period Budget List

Actions Authorization Period Overall Budget Total Amount Allocated Total Vouched Amount Total Available Amount Standard Cap Amount
’ 2016-2017 $400,000.00 $400,000.00 $30.10 $399,919.90 50.00
’ 2017-2018 £1,000,000.00  $300,000.00 $0.00 £300,000.00 $0.00

Client Specific Cap Semvices to Exclude from Cap

’, Administrative Actions

o
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Home Page

~ Agency

» Agency List
GPRA Discharge Due
GPRA Follow-up Due
» Facility List
Staff Members
» Tx Team Groups
Client Survey
~ Billing
Claim Item List
Claim Batch List
Encounter List
EOB Transaction List
Payment List
Billing Transaction List
Client Balance
Cost Center
 Payor Plan List

Group List
Agency Plan Profile
Facility Plan Profile
H&35 Management
H999 Management
» Contract Management
» Payor Adjudication
Alerts Configuration

» Group List

Figure 2-15: Payor Plan Profile, Administrative Actions box

Payor Plan Profile

Plan Type Government Contract Contracting Agency AHF Coniraciing Agency
Plan Name Opioid STR Funding Source |Opioid STR [=]
iling Form |WITS Baich [=] Is Authorization Required? Yes
Company Name AHP Effective Date 7/1/2017 =
Agency | [~] Expiration Date &=
Claim Filing Type | | - | Reactivated Date
Client Confidential Budget Allocation Method | Authorization Period Budget | L |
Release To Billing Enabled Standard Glient Cap 5800.00
HIPAA EDI
Payor Name Payor ID#
Receiver Name Receiver ETIN
Application Receiver & Interchange Receiver #
HIPAA Processing Set
Segment Delimiter Element Delimiter ‘Composite Delimiter

Authorization Period Budget List

Overall Budget  Total Amount Allocated Tofal Vouched Amount = Total Available Amount = Standard Cap Amount
’ 2016-2017 $400,000.00 $400,000.00 $80.10 $399,919.90 $0.00
’ 2017-2018 51,000,000.00  $500,000.00 $0.00 5800,000.00 $0.00
ini ive Actions
’V Client Specific Cap Services to Exclude from Cap ‘

o

3. Select the Client Specific Cap to override the standard client cap amount for an individual client.

4. Once on the Client Specific Cap screen, click theAdd link.

Client Specific Cap Search

Client Specific Cap List{Export)

Unigue Chent #

Figure 2-16: Client Specific Cap screen, Add link

5.  When the Client Specific Cap Profile screen appears,enter the information as shown in the table below :

Table 2-5: Client Specific Cap Profile fields

Field Description

Unique Client Number

Type or paste the clientds

Cap Amount

The maximum amount to be authorized in vouchers for
this individual client.

12 | Billing and Contract Set Up
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Field Description

Vouched Amount Readonly field displaying t
amount.

Comments

Client Specific Cap Profile

Plan Opiocid 5TR
Unigue Client Number
Cap Amount

Wouched Amount

Comments

Client Specific Cap History

Figure 2-17: Client Specific Cap Profile screen
6. Click Save, then click Finish.
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Part 3: Service Set Up and Management

@ Where: System Administration

The encounter screen in WITS is where staff members can document the interaction that happens between the client and

the clinician. In the billing world, this kntbendtBervisceadl a
created by the WITS Administrator. The WITS Administrator controls what is made available on the Encounter Screen in the

Service drop-down field and it is managed in the Services Module under System Administration. Code Table Management

was discussed in a prior section, at times WITS Administrators can confuse the Service Module, with a normal code table.

The Service Module works somewhat like a code table but is much more complex.

From the Encounter Scr egselecting aradognizable groeeclure, withoat Bavingvtd ntemdrize lor
understand the procedure codes associated with that service in the background. This means that each service, when
established, must have a valid procedure code attached to it. A comprehensve list of procedure codes and procedure
modifier codes have already been set up within WITS; however, new procedure codes and modifier codes may be added
through the code table editor (available to WITS Administrators and to staff members with the Code T able Editor role).

This section describes how to set up and manage Services within the system. In WITS, there are three basic steps needed to
complete service setup:

"  Procedure Codes (and Procedure Modifier Codes)
= Services

= Service Rates*

NOTE q Itis helpful to plan whic h procedure codes and servicesare needed prior to entering them in WITS.

Once these services are entered into WITS, add the rates associated to each service.

*Service Rates for government funded grants are set up and managed at the Contract level under Contract Service Rate
(Agency > Contract Management > Contract Service Rae). If you also plan to use third party payors, rates for those
services would be set up under Rates (System Administration > Rates).

A Few Key Notes:
=  Each service must have a uniqgue combinaibn of procedure and modifier codes
=  Services may be set up for dfferent treatment domains

=  Services can be set up with hierarchical categories; a Parent Category (e.g., SUD Outpatient) with Child Services
(e.g., Individual and Group)
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Check Available Procedure Codes and Procedure Modifier Codes

@ Where: System Administratiorr Code Tables

Before creating services, make sure thecorrect Procedure Codes and Procedure Modifier Codes are available in the code
tables. WITS includes a set standard of procedure codes and modifiers, such as HCPCS, CBddes, so it may not be
necessary to create new procedure codes and modifiers.To check the available procedure codes follow the steps below:

1. From the left menu, select System Administration , and then click Code Tables.

2. Onthe Code Tables screen, clickthe dropdown menu, selectort y pe t hRrocedoredd tohe Bo.cl i ¢k

Home Page Select a code table to edit

» Agen
gency Procedure

» Client List Procedure

Erocedure Maodifier

 System Administration

Erocedure Source

Modality Approved Procedure

IP Whitelist Administration

Figure 3-1: Code Tables search screen

Code Table: Procedure

3. Once in the Procedure code table, review the procedure codes and descriptions available. You can also click the
CExport6 | ink to download and view all of the procedure

Figure 3-2: Procedure Code Table

4. To add a new procedure code to the list, click the New link.

Figure 3-3: Procedure Code Table, New link

MS-WITS| FEI Systems Create a Payor Plan (OneTime SetUp) | 15
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